HEMORANDUM FOR THE DIRICTOR OF CERTRAL INTELLIGENCE
ATTENTION: Executive for Administration and Naragement
Subjest 1 Testing and Classification Progrems in 0S50

l. Referenve is made to the memorandum of the Executive for
Adninistration and Management, dated 5 Pebruary 1942, subject as abowe.
This matter has been discussod by the Chief, Persomnel Branch, Adl, the
Exscutive Officer ard Chief, Personnel Division, 08B0, and the following
plan of Speelal Operations is subanitted for your information:

(1) A1) 080 stencgraphic and clericsl persomnsl being
initially eaployed by OS0 will be tested for mechanics)
meaficiency by Personnal Brench, AMK, This is not to be
consiruad to include appoinmtments to departmentsl positions
by transfer of overssas personnel from unvouchered funds,

(2} A1) stemographic and typist persomnel of OS0 being
consldered for promotion, change of job or transfer detween
departmental and unvouchered positions will be tested ly the
{80 Personnel Divisiom prior to promotion. These tests will
b8 for mechaniecal proficiency only. Each recosmendation
aulmitted to the Director for promotion will bear certifi-
cation bty the Chief, Parsonnel Division, 080, or his Deputy,
wm«rfmtthtmmmmwmw
Tor mschanical preficisncy for the grade inwvolved. Employees
who have besn previoualy tested and who have
sompleted tosts within the job clasaifications stipulated on
the promotion astion will not be required to take another
amamination. Likewise, employees who have successfully
sospleted Civil Smiso Examinations under the job classifi-
cation stipulated on the action will not be reguired to
complete further lests.

(3) Testa to be given by 050 will be standard typist
and stenographic wonimtions, The {esting malerials used
7111 be those utilixzed for other activities of ClA,
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(4) Bowever, when deemed operatiouslly sound,
mmmmdmm,mimwmutm
results will be made personally Ly the Assistant Directoriof
Special Operations. In each sase the Assistant Director of
Special Operations will persomally sign the promotion
recommendstion as an indiecation of necessity and desirability
for such aotion,

be Deslc Audlts

(1) The Chiasf, Personnel Division, 080, or his Deputy,
will certify on each 373 recommendation for promotion or
changs in field of responeibility that the individuval recom
mendod 1s performing the duties for the pesition for whieh he
is resommended. This certificatiom will be mads from persomal
knowledge of the imdividual and the Job whieh he is performing,
or as & result of the desk andit, whioch will be performed by
Chief, Persomnsl Division, 080, or his Deputy. The approved
Job dsﬁ@ript.‘;nm, as ressived fyom the Civil Serviece Commission,
will be used as the offieisl standard for esch premotion
considered,

DONAID H, GALLOWAY
Assistant Director
Spocial Operutions
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